
Applicant Training
How to Apply to Jobs



What is USAJOBS

• USAJobs is an OPM computer system that 
advertises federal jobs on the internet.

• Agencies are required to advertise open 
jobs on USA Jobs.



Difference between Monster and 
Avue

• AVUE is the system that Human Resources 
used to use to keep track of job announcements.
– Employees could log onto Avue to apply for jobs or 

apply manually, depending upon the job 
announcement.

• Monster is the new system that HRSD will use to 
keep track of job announcements.
– Employees will be able to log onto USAJobs to find 

jobs and will be transferred directly to Monster to 
apply for jobs if applying online is required in the job 
announcement.

• You only need one password!
• You only have to remember one website!



New users must first 
register with USA Jobs

USAJOBS – LOG IN



Complete personal information 
including user name and password.

* Indicates a required field.

PERSONAL INFORMATION



Click submit when finished.

Continue to complete registration
form.





After creating a “User Account”, applicants
Must build a resume online using USAJobs
Resume Builder.

USAJOBS – CREATE A RESUME



CREATE A RESUME – GETTING STARTED



Screenshot of Confidentiality



Click Next to go to
Step 2: Experience



Screenshot of Example Resume



STEP 2 - EXPERIENCE

Put “present” here to make
the resume confidential.



Duties, Accomplishments and 
Related Skills

• For a handy list of the duties in your 
current job, see your current position 
description.

• A copy of your current position description 
is available:
– From your supervisor, or
– From Human Resources



Click Next to go to
Step 3: Related Info



STEP 3 – RELATED INFORMATION

PROFESSIONAL – someone
who you’ve worked for or 
who knows your work,
preferably a former 
supervisor.

PERSONAL – anyone else.



Click Next to go to
Step 4: Finishing Up



Hyperlink – What type of work are 
you willing…..



Activate resume to begin 
applying for jobs.

STEP 4 – FINISHING UP



Make Searchable



Click “Search Jobs” to 
Begin application process

Note that your resume has
been saved to a file and 
can be viewed and edited

APPLICANT’S RESUME LISTINGS

Click “Make Not Searchabl
to make the resume 
not searchable

This resume will be
unavailable in 180 days
unless you edit it or renew 
before then.



Screenshot of Applicant Eligibility

• Bottom half of previous slide



Search jobs by using the Location 
and Job Category Search areas





View vacancy announcement

Be sure to print this entire
vacancy announcement.
It will help you to apply for
the job!







Click Apply Online to begin
applying to this job.



Federal Organization

Step 1. Select relevant resume 

Step 2. Click to apply.

USAJOBS- SELECT RESUME





Returning applicants will see this 
screen and have two options:

1. Update registration information
2. Continue application process



Federal Organization

Click on “Continue” to register
and then apply for the job

First-time users will see this 

screen. 

WELCOME – QUICKHIRE APPLICANT SITE
NEW USER



* Indicates a required field.











In the final step of applying for certain jobs, applicants
may be asked to fax in certain documents. These
documents are required in order for the applicant to be 
considered for that position. The applicant must select the 
relevant cover sheet and click the “Print Cover Sheet” to 
begin the process .







Preview entire application:
1. Personal Information
2. Core Questions
3. Vacancy Questions
4. Resume Review

QUICKHIRE – PREVIEW APPLICATION





Click “Finished” after satisfactory review of application.
**If applicant would like to edit application, he/she has to still complete this
application process. Then the applicant must return to USAJobs, log in 
AGAIN and repeat entire process.** 





Hiring Federal Agency

Only after applicants have returned to USAJOBS
is application complete.

USAJOBS – APPLICATION STATUS



Click here to view detailed
applicant status and 
Generate fax cover sheet











When your documents have been received, this box will show the date and time of receipt
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